
 

 

Lost Time Claim Flow Chart 
 
 Injury 

Occurs 
Employee reports injury 

to Supervisor 
immediately 

If immediate medical 
treatment is required, proceed 

to emergency care 
Employee and Supervisor 

complete appropriate 
incident/injury paperwork 

Supervisor Calls in claim 
to TPA within 24 hours 

Within 48 hours the TPA will 
contact the recovering employee 
for details of the incident that will 
include a recorded statement of 
events. TPA will explain your 
workers compensation benefits. 

Recovering employee chooses physician 
from the City of Houston and TDI 
Approved Medical Providers List for 
follow up medical treatment 

In the first 14 days, the recovering 
employee will be contacted by a City 
of Houston representative to ensure 
the understanding of workers’ 
compensation benefits and their 
responsibilities as a recovering 
employee and to complete any 
outstanding injury documentation. 

Medical Treatment 
Continues 

Recovering employee must follow the directives of the treating physician and is expected to 
refrain from any injurious practice(s) or activity(ies) that may impede recovery or a return to 
work full duty; refrain from working at a second or outside job or any other business at which 
there is any ownership interest even if not working as an employee; refrain from strenuous 
activity (other than prescribed exercise or therapy); and do all within his/her power to do as 
directed by the treating physician to recuperate from the injury(ies). 

TPA will contact injured 
worker bi-weekly  

The recovering employee 
will be contacted by their 
home department. 

Other City of Houston 
representatives may 
also contact the 
recovering employees. 

Recovering employee is 
to contact their adjuster 
after every doctor’s 
appointment. 

Released to return to work. 
Immediately notify your 
department 
representative of your 
release

Full duty Transitional 
duty 

Sign Bona Fide Offer of 
Employment presented 

by the department 
representative 

1st work day of transitional 
duty, recovering employee 
will view the Transitional 
Duty Presentation. 

Continue light duty until 
medical restrictions 

change or transitional 
duty is exhausted. 

Long Term 
Options 
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